
TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC

NOAA Form 56-28A U.S. DEPARTMENT OF COMMERCE 
(8-94) NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION 

NOAA COMMISSIONED OFFICER BILLET DESCRIPTION 

TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC 
FROM: 
ROUTING CODE: 
ADDRESS: 

PHONE NUMBER: 

THRU (Liaison Officer): 

BILLET TITLE: BILLET #: 

RANK REQUESTED: (0-2. 0-3, 0-4, etc.) 

GS/GM EQUIVALENT: 

(This block to be completed by liaison officer) 
IS THIS A NEW BILLET: YES NO 
BILLET PRIORITY: A, B, C, R 

IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER: 

EDUCATIONAL REQUIREMENTS: 

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...) 

1. GENERAL DESCRIPTION OF BILLET: 

2. DUTIES AND RESPONSIBILITIES: 
a. Is this a supervisory billet? YES NO 
b. If so, state number and grade of personnel supervised. Number: Grade(s): 

http://www.noaacorps.noaa.gov/bdindex.html


3. CAREER DEVELOPMENT OPPORTUNITIES: 

4. ADDITIONAL COMMENTS: 

SIGNATURE OF SUPERVISOR: DATE: 


	Liaison Officer: 
	From Name: 
	Routing Code: MOC-atl
	Address: Norfolk, VA
	Telephone Number: 
	Telephone Extension: 
	Billet Title: ISM Project Officer
	Billet Number: 0618
	Rank Requested: O-1--O-3
	GS_GM Equivalent: 
	New Billet_Yes: 
	Immediate Supervisor: 
	Title: 
	Supervisor_Telephone Number: 
	Supervisor Telephone Extension: 
	Educational Requirements: Per NOAA Corps entry standards
	Other Qualifications: Some knowledge or experience in Documentation Control Standardization, Plain Language Initiative and specialized commercial software (vendor training available).
	Billet Description: OMAO intends to become compliant with the International Safety Management (ISM) standards which are based on auditable procedures of all Fleet activities by all departments, both ashore and on board ship.  The cornerstone of the Fleet's ability to become ISM certified is an up-to-date and structured documentation system.  OMAO is largely a knowledge-based organization.  IMS requires a procedures-based environment.  OMAO has done a great deal of restructuring our higher level policies and procedures.  Many of our shipboard policies and procedures are in good order.  However, at the working level, our instructions are largely undocumented.  A major task is to get a set of cross platform instructions documented, including:
Deck Operations, Navigation, Safety and Emergency Preparedness; Engine Room Operations, Preventative Maintenance and Pollution Preventions; and Communications, Technical, Ship's Integrity and Occupational Health and Safety.
The billet will be the Focal Point for process improvement efforts where documents are upgraded and revise to reflect input and suggestions by owner groups.  Additionally the incumbent will be an internal audit team member to assess the level of ISM involvement and ascertain the ability to conform to an external audit.  Introduction and training of crew and shore personnel on audit system will be essential.  The billet will involve travel to the fleet, headquarters, and port offices to interview personnel and interact with routine processes which will facilitate the documentation and audit responsibilities.
	Supervisory Billet_Yes: 
	Supervisory Billet_No: x
	If Supervisory Billet_Number: 
	If Supervisory Billet_Grade: 
	Duties and Responsibilities: Manage and keep current document collections in Word Perfect, Powerway and PDF.  The incumbent will manage MOC Documentation Internet using a commercial software system.  Trouble shoot hardware and software with assistance from MOC Atlantic MIS Administrator.  The incumbent will review, revise and consolidate OMAO documentation into FY 2001 format and ISM format suitable for CD-ROM and internet distribution and document control.  This effort is estimated as being near to completion for shore based documentation and just starting aboard ship.  Training of crew and shore personnel on the documentation system will be essential.  Manage and keep current Powerway internet publisher, collection and site administrators, and internet agent.  Introduce new technology to the existing system such as photo and video documentation.  Assist with computer based training safety training and other evolving subject matter.
	Career Development Opportunities: Visibility at the MOC by working at the Admiral's staff level reporting to the project manager.  Project has a major budget initiative pending which also includes STCW training.  Project also has guidance from the STCW Working Group, all higher level operational experts who will interface with the project on a regular basis.
	Additional Comments: 
	Supervisor Signature Date: 
	New Billet_No: 
	Billet Priority_A: 
	Billet Priority_B: 
	Billet Priority_C: 
	Billet Priority_R: 
	Return to Billet Description List: 


